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SECNAV INSTRUCTION 5420.60G

From: Secretary of the Navy

Sub-j: Department of the Navy Committee Management Program

1. Purpose. This instruction implements Secretary of Defense
directives on committee management. It establishes Department of

the Navy policy, dssi9ns responsibilities ‘or administration ‘f
the program, and provides the procedures for the establishment,
use, operation, and termination Of Committees

2. Cancellation. This instruction cancels SECNAV Instruction
5420.60F of 24 November 1969.

3. ZQWY” The proper use of corynittees can provide certain
benefits only through group deliberations and a variety of
opinions. Committees may be established to perform such tasks as
fact-finding, research, special studies~ audit> review> and
inspections. Committees will not be established to perform such
tasks, responsibilities, and functions that can be accomplished
through command or staff action. Under no circumstances will

advisory committees be established to perform operational,
administrative, or management responsibilities.

4. Exchanqe of Information. Nothing in this instruction will be
construed to limit or restrict the free exchange of information,
advice, and ideas between representatives of ‘avy components ‘r
other Departments and Agencies through regular or occasional
meetings, Or other means not requirin9 the issuance of fOrmal
charters or the formal designation of membership on a committee.

5. Clearances. Addressees are cautioned not to make premature
commitments or initiate action on proposals to establish committees
until necessary approvals have been obtained, as required herein.
A minimum of three weeks should be allowed for review and approval
of proposals by the Secretary of the Navy. For advisory committees,

an additional six weeks is required for OSD approval, OMB con-
currence, and publishing proper notice in the Federal Register.
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6. Action. Addressees should take whatever action is necessary to
carry out the policy and discharge the responsibilities prescribed
in this instruction.

7. =“ Reporting requirements are assigned symbols, as
follows: Part I, para 8, a. Committee Termination Report,
SASN-5420-1, b. (l), Advisory Committee Report, 1121-GSA-AN(5420),
b. (2), Interagency Committee Report, SASN-5420-2, b. (3), Nuclear
Committee Report, SASN-5420-3, and c. Secretariat Committee Mainte-
nance, SASN-5420-4.
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J. William Middendorf II
Secretary of the Navy

Distribution (3 copies per addressee, unless otherwise indicated):
SNDL Al, A2A, A2B, A3 (20 copies), A6 (10 copies) and B5 (Comdt, only)

Copy to (2 copies each):
SNDL A4A (Chief of Naval Material)

AS (Bureaus)
21A (Fleet Commanders in Chief)
24 (Type Commanders)
27C (Sea Frontier Commanders)
41A (Commander, MSC)
F (Shore
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INTRODUCTION

One of the most widely used and controversial devices of organization is the
committee. Whether referred to as a committee, board, commission, council, task group,
panel, or team, its essential nature is the same, for the committee is a group of persons to
whom, as a group, some matter is committed. It is this characteristic of group action that
sets the committee apart from other organization devices.

\

The wise and proper use of committees can provide certain benefits obtainable only
through group deliberations and variety of opinions. Improper use of committees, on the
other hand, can waste time, delay action, result in undesirable compromise, and operate
to the detriment of the decision-making process.

This Instruction places restrictions on committees to ensure that they are used within
the Department of the Navy only when they afford the most effective and appropriate
means of accomplishing the desired objectives.

...
111
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PART 1

COMMITTEE MANAGEMENT PROGRAM

1. Objectives. The objectives of the Department of
the Navy Committee Management Program are to: (a)

Encourage the use of sound management practices in
the utilization of committees; (b) prevent the use of
committees as Substitutes for effective and decisive
staff actions; (c) eliminate overlapping and duplica-
tion among committees; (d) terminate existing com-
mittees promptly when their usefulness has ended; (e)
ensure the maintenance of current information on the
organization, purpose, and activity of committees;

and (f) prevent the assignment of personnel to
committees where conflict-of-interest or anti-trust
violations might result.

2. Definitions

a. COMMITTEE. A committee is a body of
persons with a collective responsibility appointed to
consider, investigate, advise or take action, and

usually to report on specific problems or subject
areas. The prime characteristic, however, is the

corporate or collective responsibility. The term “com-
mittee,” applies to any committee, board, commis-
sion, council, conference, panel, task force or other
similar group or any subcommittee or any subgroup
thereof which is established by statute or reorganiza-
tion plan, or established or utilized by the President,
or established or utilized by one or more agencies in
the interest of obtaining advice or recommendations
for the President, or one or more agencies or officers
of the Federal Government.

b. CHAIRMANSHIP. “Chairmanship” of a com-
mittee refers to that status in which an individual is
designated in writing as the chairman of a committee
and is entered on the membership roster as such.

c. MEMBERSHIP. “Membership” on a committee

refers to that status in which an individual or

organization is, designated in writing as a member of a
committee and is entered on the membership roster
as such. Membership need not include voting priv-
ileges.

d. SPONSORSHIP. “sponsorship” as used in this

instruction refers to the reporting relationship of a

committee. Normally, the sponsor is the person to
whom the committee reports.

e. TYPES AND CATEGORIES OF COM-
MITTEES. The Secretary of the Navy recognizes two R)
types and six categories of committees:

(1) Types

(a) ‘Continuing-established for an indefinite

period of time with a general assignment.

(b) Ad hoc-established to perform tasks
within a given period of time, usually six months or
less.

(2) Categories. The six categories of committ-
ees are defined in greater detail in Parts 11 through

IV of this Instruction. These categories are:
(a) Advisory Committee. Any committee,

board, commission, council, conference, panel, task
force, or other similar group, or any subcommittee or
other subgroup thereof, which is established by
statute or reorganization plan, established or utilized
by the President, or established or utilized by one or
more agencies, in the interests of obtaining advice or

recommendations for the President or one or more
agencies or officers of the Federal Government,
except that such term excludes (i) any committee
which is composed wholly of full-time officers or
employees of the Federal Government, (ii) the
Advisory Commission on Intergovernmental Rela-
tions, and (iii) the Commission on Government
Procurement.

(b) Interagency Committee. Any committee
which has membership that consists wholly of repre-
sentatives from two or more departments or agencies
of the Federal Government.

(c) International Committee.
tee established by formal agreement

I-1

Any commit-
between the
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A)

R)

A)

United States and the government of another coun-
try(s), or by an international body in which the
United States participates.

(d) Operational Committee. Operational
committees are those whose primary functions and
responsibilities are operational rather than advisory in
nature and their membership consists wholly of
full-time officers or employees of the Federal Govern-
ment. An operational committee not composed
wholly of full-time officers or employees of the
Federal Government will not be established without
the express approval of the DoD Committee Man-
agement Officer. This approval will be given only

after consultation with the General Counsel.

(e) Joint DoD Committee. Any committee
which has a membership that consists wholly of DoD
representatives from two or more DoD components.

(f) Intra-Navy Committee. Any committee
involving membership exclusively from within the
Department of the Navy.

f. NON-FEDERAL GOVERNMENT PERSON-

NEL. An individual not employed by the Federal
Government on a full-time basis.

3. Responsibilities

a. The Special Assistant to the Secretary of the
Navy, Department of the Navy, acts on behalf of the
Secretary of the Navy, as appropriate, in the adminis-
tration of the Department of the Navy Committee

Management Program and is hereinafter referred to as
the Committee Management Officer.

b. The Committee Management Officer shall:

(1) Ensure that the Department of the Navy

committees comply with the requirements of this and
references (a) through (d) of Appendix A.

(2) Provide supplemental guidance as required
for the efficient operation of the Department of the
Navy Committee Management Program.

(3) Manage all aspects, including internal re-

porting requirements and submitting to the Secretary
of the Navy for the approval or disapproval of

proposals for the establishment, revision, continua-
tion or termination of interagency, international,

d

operational, Joint DoD and Intra-component commit-
tees.

(4) Submissions to the Secretary of the Navy
for approval or disapproval of proposals for participa-
tion by Navy components on committees chaired by
another DoD component or Federal department or
agency.

(5) Submit to the Assistant Secretary of De-
fense (Comptroller) through the Secretary of the

Navy all proposals to establish, revise, utilize, conti-
nue or terminate any advisory committees under the

cognizance of the Secretary of the Navy.

(6) Maintain information about the program,
objectives and activities of each committee estab-
lished within the Department of the Navy and
provide, as required, reports to the Assistant Secre-
tary of Defense (Comptroller) on such matters.

(7) Ensure that action is taken to respond to
requests submitted under the “Freedom of Informa-
tion Act” (reference D of Appendix A) requesting
information concerning committees.

(8) Provide assistance to the Assistant Secre- A)
tary of Defense (Comptroller) in the review of
existing committees and development of recommen-
dations for revision, consolidation, or termination.

(9) Submit required reports on a timely basis.

c. Addressees are responsible for managing their
committees and memberships on committees in ac-
cordance with the policies and procedures set forth in
this instruction.

4. Scope. The requirements

tion apply to addressees and
mental and field activities.

5. Policy

contained in this instruc-
their subordinate depart-

a. Committees will not be established to perform
duties, responsibilities and functions that can be

accomplished effectively through command or staff

actions.

b, Committees will be established to perform such

tasks as fact-finding, research, special studies, audit,
review, and inspections.

I-2
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c. Advisory committees will not be established to
perform operational, administrative, or management
responsibilities such as administering programs and
making determinations, or to effect coordination

required in the performance of such responsibility ies.

d. Nothing contained in this Instruction will be
construed to limit or restrict the free exchange of
information, advice and ideas between representatives

. A) of DoD Components or other Departments and

Agencies of the Executive Branch through regular or
occasional meetings or other means, as long as such
arrangements do not require the issuance of formal
charters or terms of reference or the formal designa-
tion of membership on a committee.

6. Guidelines

a. USE OF COMMITTEES. The use of a com-
mittee should be authorized only after a clear
showing has been made that:

(1) It affords the most effective, expeditious,
or economical means of accomplishing the desired
objectives.

(2) Its membership will be representative of a
cross section of available talent among knowledgeable
individuals who do not have unilateral self interests,
only.

(3) Its use will provide strength, security, and
objectivity to the decision-making process.

(4) It will be used only in advisory capacity,

and for the submission of recommendations; for
fact-finding, research, and special studies; or for

audit, review, inspection and survey activities.

b. CRITERIA FOR DENYING THE USE OF
COMMITTEES. Proposals to establish utilize, or
continue committees will be appraised carefully to
ensure that a committee is not formed:

(1) To make administrative, or management
decisions.

(2) To perform functions, duties, or responsi-
bilities which can best be achieved through command
or organizational relationships.

(3) To shift responsibility for action, non-

1-3

action, or delay.

(4) To consider unimportant matters or mat-
ters beyond the competence of committee members.

(5) Unless the views of affected organizational
units are adequately represented.

(6) When the functions are the responsibility
of, or can be assigned to, an organizational unit.

(7) When the functions can and should be
performed by an existing committee.

c. USE OF STAFF COORDINATION. Whenever
possible, and in lieu of committees, regular staff

relationships and normal working channels should be
used for the purpose of coordination.

d. MANAGEMENT RESPONSIBILITY. Subject
to the overall control and supervision of the Com-
mittee Management Officer, Department of the Navy,
responsibility for the mamgement of an advisory,
interagency, intermtional, operational, joint Depart-
ment of Defense, and intra-Navy committee rests
with the sponsor of the committee (see paragraph
2d), or, in the case where a subordinate official
sponsors a committee, with the head of his organiza-

tion. Responsibility of the management of an inter-

agency committee rests with the chairman of the
committee (see paragraph 20a (1)). (See paragraph
g(l) (b) below.)

e. STAFFING THE COMMITTEE. Committees

should have a chairman and a secretary. Other
officers may also be required, depending on the size
of the committee, the frequency of its meetings, and
the nature of its assignments. The chairman and the
secretary, however, are key figures in the life of any

committee, and its success usually depends in large
measure on the leadership they provide. (See para-
graph d above.)

f. SIZE OF THE COMMITTEE. No precise rules

have been promulgated on this subject. In general, a
committee should be large enough to promote de-
liberation and include the breadth of expertise
required for its job but not so large as to waste time

or foster indecision.

g. WRITTEN TERMS OF REFERENCE
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(1) Establishing Document. After the requisite

approval for establishment has been obtained, com-
mittees should normally be established by the issu-

ance of a document in the Navy Directive System;
this document should:

(a) Name the committee (see paragraph h

below.)

(b) Assign responsibilities for the adminis-

trative actions required by this Instruction, i.e.,
maintaining records; making reports; initiating re-
quests; etc. (See paragraph d above.)

(c) Define, in nontechnical terms, the mis-
sion of the committee and its objectives.

(d) List the chairman and members by title,
and organization represented.

(e) Show the title and affdiation of the
individual to whom the committee reports.

(f) Give the date proposed for establishment
and the date of its scheduled termination, if any. (See

paragraph 8a(2).)

(2) Charter or Precept. The signed establishing
document may serve as the charter or precept of a
committee if it is supplemented with the following
information:

(a) The name and address of the individual

to whom the committee reports.

(b) The names and addresses of the chair-
man and members.

(c) The authority of the committee and

limitations on its authority.

(d) A list of functions to indicate how the

committee will attain its mission/objectives.

(e) The relationship of the committee with
other committees and organizations.

(f) A list of pertinent operating instructions;
e.g. those pertaining to voting rights; continuity of
membership, channels of communications; rules or

order; issuance of invitations; attendance at meetings;

designation or election of officers, including the
chairman and secretary; and ftiing of vacancies.

(g) A statement of policy on the public
release of reports (see paragraph (3) below.)

(3) Public Release of Reports. The written

terms of reference of a committee should contain
guidance to the effect that any report issued by the
committee include a recommendation as to the parts,

if any, that should be made public. Such guidance
also should include a statement that the report,
including the recommendation on release, should not
be made public until authorized by the convening

authority. The public release or disclosure of any part
or all of a report issued by a committee is governed
by reference (D) of Appendix A and regulations
promulgated thereunder.

(4) Membership. Members of committees who
are to represent the Department of Defense or the
Department of the Navy as a whole should normally
be designed by the issuance of a document in the
Navy Directive System.

(5) Terminating Directive. Committees or
memberships on committees should be terminated
promptly when the desired objectives have been
obtained. All interested parties should be notified.
Whenever appropriate, termination and notification
should be accomplished by a Directive. With respect

to termination of advisory committees, see subpara-
graph 13d.

h. COMMITTEE TITLES

(1) In order to ensure uniformity and conform
to Department of Defense policy, committees should
be titled in consonance with the following:

(a) Groups of a continuing nature, other
than those established by legislation, should be
designated as “Committees,” and their subordinate
units should be designated as “subcommittees.”

(b) Ad hoc groups should be clearly identi-
fied as such by the inclusion of the term “ad hoc” in

their titles or in parenthesis thereafter.

(c) Use of the term “advisory”
should be restricted to committees whose

1-4

in titles
member-
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ship includes one or more non-Government indivi-

duals or consultants and experts.

(d) The terms “commission’.. “council,” or
“board” should be reserved for committees estab-
lished by legislation.

(2) The policy in (1) above need not interfere
with the names of committees established heretofore,
and now operating and known by their original

names.

7. Records. Records should be maintained so that
reports can be furnished with a minimum of effort,
when required.

a. ADDRESSEES. Addressees with management
responsibility (see paragraph 6d) for advisory, inter-
agency, international, operational, joint Department
of Defense and intra-Navy committees should main-
tain complete information concerning the activities of
such committees including specifically for advisory

committees, agenda, detailed minutes, transcripts or
notes of meetings, studies, analyses, reports or other
data, and compilations or working papers made
available to, or prepared by or for, the committee.
Such information is to be available to the Office of
the Secretary of Defense, and subject to such securit y
restrictions as may be properly imposed on the
materials involved, to the Attorney General, upon
request. (See paragraph 16a (3).)

b. ADRESSEE (LESS SECRETARY OF THE
NAVY, UNDER SECRETARY OF THE NAVY,
AND ASSISTANT SECRETARIES OF THE NAVY)

(1) Addressee above with management respon-
sibility for committees named in paragraph a above
should maintain complete information concerning the

organization and membership of such committees,

including specifically the information indicated in
Appendixes B through E.

(2) Addresses above with management respon-

sibility for committees should maintain the following
for their committees that expire: (a) A copy of the

disestablisi@g document, if there is such a document;
(b) a summary of the accomplishments of the

committee; and (c) information as to why attainment

of the committee objective(s) was or is no longer
“required, or how the objective(s) is berng attained.

(3) Addressees above who relinquish the chair-

manship of interagency committees should maintain

the following: (a) a copy of the document notifying
the sponsor and other interested parties of the

withdrawal, and (b) information as to why (Depart-
ment of the Navy) chairmanship, if applicable, is no
longer appropriate.

(4) In addition, addressees above should main-
tain the following for all committees on which their
components participate: (a) A copy of the charter or

precept and document establishing the committee;
(b) a copy of the document which designates the
Department of the Navy member(s); and (c) informa-
tion, which clearly indicates why representation is
necessary.

(5) Addressees shall submit the information

outlined is subparagraphs b (1) through b (4), above,
to the Committee Management Officer, Department
of the Navy.

c. SECRETARY OF THE NAVY, UNDER
SECRETARY OF THE NAVY, AND ASSISTANT
SECRETARIES OF THE NAVY. The Committee R)
Management Office, Navy Department will maintain
the information required in paragraph b (1) through
(4) above for these addressees. (See paragraph 8c.)

8. Reports

a. ADDRESSEES.

(1) Committees on Organization. Any above
addressee who obtains approval for the establishment
of a committee and files a charter, where required,
and establishing document, where appropriate, should
send two copies of each report of the committee to
the Chief of Naval Operations (Director, Naval
History Division) and the Judge Advocate General of

the Navy, for fding in the Department of the Navy
Library and the Library of the Judge Advocate
General, respectively, when such committee is
utilized for the purpose of considering broad organi-

zation or administrative matters.

(2) Committees with Scheduled Termination
Dates. Termination of a committee or participation

on a committee on the scheduled termination date or
a termination date imposed by reference (a) as
prescribed in subparagraph 13d is automatic unless
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continuation is approved by appropriate authority on
or before the date of expiration. (See paragraphs
6g(l )(f), 12c, 13d, 20(5), 20b,(2), and 25 b.)

(a) Should early termination of committees
that have been approved by the Secretary of Defense
or the Secretary of the Navy be possible, addressees
above having management responsibility for such
committees are requested to provide the Committee
Management Officer, Navy Department with the
following (after the fact) for information: (a) A copy
of the disestablishing document; (b) a summary of
the accomplishments of the committee: and (c)
comments as to why attainment of the committee
objective(s) is no longer required, or how the objec-
tive(s) is being attained.

(b) Should the chairmanship of an inter-
agency committee be withdrawn before the commit-
tee expires, addressees above chairing the commit tee
are requested to provide the Committee Management
Officer, Navy Department with the following (after
the fact ) for information: (a) A copy of the docu-
ment notifying the sponsor and other interested

parties of the termination, and (b) comments as to
why chairmanship by the Department of the Navy, if

applicable, is no longer appropriate. (See paragraph
19b(3).)

(c) Report symbol (SASN-5420-1 ) applies
to the requirements in paragraphs (a) and (b).

b. ADDRESSEES (LESS SECRETARY OF THE
NAVY, UNDER SECRETARY OF THE NAVY,
UNDER SECRETARY OF THE NAVY, AND AS-

SISTANT SECRETARIES OF THE NAVY).

(1) Advisory Committees. Addresses above are
requested to report to the Committee Management
Officer, Navy Department, by 15 January each year,
in duplicate, the information indicated in Appendix C

for each advisory committee sponsored (see para-
graph 2d) by their organizations during the preceding
calendar year. Report symbol (112 1-GSA-AN(5420)

is assigned. Negative reports are not required. (See
paragraph 6d.)

(2) Interagency Committees. Addresses above
are requested to report to the Committee Manage-

ment Officer, Navy Department, by 1 March each

year, in duplicate, the information indicated in
Appendix D for each interagency committee chaired

(see paragraph 2b) or sponsored (see paragraph 2d)
by their organizations. This report should reflect
actual and projected data for the entire fiscal year in
which it is rendered. Report symbol SASN-5420-2 is

assigned. Negative reports are not required. (See
paragraph 6d.)

(3) Nuclear Committees. The Joint Committee
on Atomic Energy, Congress of the United States
maintains a list of all committees established to advise

the Government on nuclear matters, including but
not limited to, the fields of technology, weapons,
production, and testing. In order to maintain up-to-
date information, this committee requires that infor-
mation on nuclear committees be submitted on an
“as occurs” basis. The Secretary of the Navy con-
siders the Congressional interest to encompass all
nuclear committees in each of the committee cate-
gories, i.e., advisory, interagency, international,
operational, joint Department of Defense, and intra-
Navy. Accordingly, addresses above are requested to
report to the Committee Management Officer, Navy
Department, in duplicate, the information indicated

in Appendix E on an “as occurs” basis for each
nuclear committee for which they have management
responsibility (see paragraph 6d). Reports should be
rendered when such a committee is established or
terminated, and when there is a change in the title,
membership, mission, and responsibility and/or au-

thority of the committee. Report symbol SASN-

5420-3 is assigned. Negative reports are not required.

c. SECRETARY OF THE NAVY, UNDER
SECRETARY OF THE NAVY, AND ASSISTANT
SECRETARIES OF THE NAVY. The Committee R)
Management Officer, Navy Department, will prepare
the reports required in subparagraph b(l ) through (3)

above for these addressees. To assist in maintaining

committee records in such form that information can

be provided and reports can be made with minimum
of effort, each addressee above should ensure that the

Committee Management Officer, Navy Department is
kept abreast of any changes in the information
required in paragraph 7b(l ) through (4). Report
symbol SASN-54204 is assigned. Negative reports are

not required.

-.
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PART 11

ADVISORY COMMITTEES

L

9. Definition

a. ADVISORY COMMITTEE. A committee
whose membership includes non-Government person-
nel, consultants, or experts is called an advisory
committee. By virtue of such membership, advisory
committees are particularly prone to conflict-of-

interest and antitrust violations. (See para 2a(2) (a)).

10. Applicability. The special rules governing advi-
sory committees apply to any advisory committee or
subcommittee thereof formed or utilized (sponsored)
by the Government whose membership includes
non-Government personnel (members who are not
officers or employees of the Government on a
full-time basis), and consultants or experts.

a. CONSULTANTS OR EXPERTS. A Committee
whose membership includes one or more consultants
or experts is subject to the provisions governing

advisory committees, even though such individuals
are considered to be Government employees on the
days that they attend committee meetings. (See
paragraphs 11d and 13C (2).)

b. ADVISORY COMMITTEES NOT FORMED
BY THE GOVERNMENT. With respect to utilization
of advisory committees which are not formed by the

Government, the special rules apply only when an
activity of the Department of Defense requests an
organization outside the Government to make the
services of one or more of its committees directly
available to advise a Government activity, but only
during the period when it is being utilized by the
Department in the same manner as a Government-
formed advisory committee.

11. Exclusions. Part II of this Instruction does not
apply to:

a. Any advisory committee for which the Con-
gress, by statute, has specified the purpose, composi-
tion, and operations; unless, and to the extent that,

such statute authorizes the President to prescribe
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regulations for the formation or use of such com-
mittees.

b. Any advisory committee composed wholly of

representatives of State or local agencies, or chari-
table, religious, educational, civic, social welfare, or
other similar nonprofit organizations.

c. Any local, regional, or national committee
whose sole function is the dissemination of informa-
tion for public agencies, or any local civil committee

whose primary function is that of rendering a public
service other than giving advice or making recom-
mendations to the Government.

d. A Government-contractor committee composed
solely of representatives of the Department of the
Navy and representatives of a contractor, when
meeting to discuss matters related to a specific
contract or a contract under consideration.

e. Department of the Navy representation at
committee or other meetings of private or non-
Government organizations, when matters are being
discussed of mutual interest and otherwise consistent
with law. Policies pertaining to attendance and/or
participation by representatives of the Department of
the Navy in activities of private associations are set
forth in references (J), (K), and (L) of Appendix A.

12. Approval Authorities

a. All proposals for the establishment, utilization,
substantive revision, continuation, and early termina-
tion of advisory committees sponsored by representa-

tives in the Department of the Navy shall be
submitted to the Committee Management Officer,

Department of the Navy, for processing. Following

such processing, all such proposals shall be submitted

in accordance with subparagraph 3b(5) for final
determination in accordance with references (C) and
(E). In addition, final approval of appointments of
non-Federal Government officers or employees to

advisory committees sponsored by representatives of
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the Navy Department shall be granted by the Secre-
tary of Defense, while final approval of appointments
of such persons to advisory committees sponsored by
representatives of field activities of the Department
of the Navy shall be granted by the Secretary of the

Navy.

b. Addre~es approve proposals for affiliation or
participation, by their components, on advisory
committees sponsored by other addressees (or organi-
zations) within the Navy Department. (See para-
graphs 6g (5),82 (2) (a) and 13d.)

13. Guidelines

a. USE OF ADVISORY COMMITTEES. Advisory
committees provide a means of obtaining advice,
views, and recommendations of benefit to the opera-
tions of the Government from industrialists, business-
men, scientists, engineers, educators, and other public

and private citizens, whose experience and talents
would not other wise be available to the Department
of the Navy. A proposal for the utilization of an

advisory committee may be submitted, in accordance
with subparagraph 12 a, above, when such utilization

is deemed essential for the consideration and resolu-
tion of matters before a component or activity within
this Department. Unless specifically authorized by
statute or presidential directive, no advisory com-
mittee shall be used for functions not solely advisory,

and determimtions of action to be taken on matters
upon which such a committee advises or recommends
shall be made solely by full-time, salaried officers or
employees of the Government.

b. ESTABLISHING ADVISORY COMMITTEES.

Advisory committees may be established to serve the
Department of Defense as a whole, a single military
department of other Department of Defense agency,
or they may serve such agencies collectively. Such

committees should not be formed or used by any
component of the Department of the Navy, however,
unless:

(1) The committee is specifically authorized by
law; or

(2) The committee is approved, in writing, by
the Secretary of Defense to be in the public interest

in connection with the performance of duties im-

s posed on the Department of the Navy.

c. APPOINTING NON-GOVERNMENT
BERS (AND CONSULTANTS OR EXPERTS)

MEM-

(1) Proposed non-Federal Government Officers
or employees shall be approved in accordance with
subparagraph 12a before they are offered member-
ship to an advisory committee.

(2) When members of advisory committees are
considered to be “consultants” or “experts”, they
should be employed in accordance with references
(C) and (N). Non-Federal Government officers or
employees who become members of advisory com-
mittees or members of the staffs of advisory com-
mittees established or utilized by components or

activities within the Department of the Navy shall be

compensated in accordance with reference (C).

d. TENURE OF ADVISORY COMMITTEES. An
advisory committee whose duration is not otherwise
fixed by law will automatically terminate two years
from the date on which it was approved for establish-
ment, unless the Secretary of Defense determines, in
writing, that its continued existence is in the public

interest. A similar determination must be made to

continue the existence of such committee for each
subsequent two-year period. (See paragraph 6g(l ) (9).

Rules for termination of advisory committees are
prescribed by section 14 of the Federal Advisory
Committee Act (Appendix A).

14. Procedures

a. ESTABLISHMENT OR USE. In accordance
with subparagraph 12a, above, a proposal to establish
or utilize an advisory committee, together with the
information indicated in Appendix B, Section A, shall

be submitted to the Committee Management Officer,
Department of the Navy. There shall be no establish-
ment or utilization of an advisory committee until

final approval has been granted in accordance with
subparagraph 12a.

b. REVISION. In accordance with subparagraph
12a, above, a proposal to substantively revise an

advisory commit tee, together with the information
indicated in Appendix B, section B, shall be sub-
mitted to the Committee Management Officer, De-
partment of the Navy. There shall be no such revision
of an advisory committee until fiial approval has

been granted in accordance with subparagraph 12a.

c. CONTINUATION. In accordance with subpara-

graph 12a, above, a proposal to continue an advisory
committee beyond its termination date, together with
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information indicated in Appendix B, section C, shall
be submitted to the Committee Management Officer,
Department of the Navy, 75 days prior to the date of
‘termination of such committee. There shall be no
continuation of an advisory committee until final
approval has been granted in accordance with sub-

paragraph 12a.

d. CHANGES IN MEMBERSHIP OF OTHER
THAN FEDERAL GOVERNMENT OFFICERS AND
EMPLOYEES. In accordance with subparagraph 12a.,
above, a proposal to change the membership of
non-Federal Government officers or employees of an
advisory committee, together with two copies of a
complete biography (See Appendix B, section A) of
each new person proposed for membership, shall be
submitted to the Committee Management Officer,
Department of the Navy, for processing.

e. CHARTER REQUIREMENT. Upon final ap-
proval of a proposal under subparagraphs 14 a, b, or

c, above, and the expiration of at least 15 days
following publication in the Federal Register of a
requisite certification and description as prescribed
by reference (C) (subparagraph 6a), the sponsor of an
advisory committee shall fde an advisory committee
charter with the Committee Mamgement Officer,
Department of the Navy, the Senate Armed Services
Committee, and the House Armed Services Commit-
tee. No advisory commit fee, whether approved for
establishment, utilization, revision, or continuation,
shall meet or take any action until an advisory
committee charter has been fded with the above-

prescribed parties. This prohibition applies to all

advisory committees irrespective of their dates of
establishment or initial utilization. An advisory com-
mittee charter shall contain the information indicated
in Appendix F. A copy of each charter shall be
furnished to the Library of Congress at the following
address at the time of fiiing:

Library of Congress
Exchange and Gift Division

Federal Advisory Committee
Washington, D.C. 20540

15. OPERATING GUIDELINES FOR ADVISORY
COMMITTEES

a. As a normal rule, meetings of advisory committ-

ees will be wholly open to the public, and seating

accommodations will be provided for a reasonable

number of spectators. Exceptions will be made only
‘-

in accordance with the following guidelines and
procedures:

(1) Pursuant to section 10(d) of reference (A)

and paragraph 8d(2) of reference (C), the Secretary of
the Navy may authorize closure of a meeting, in
whole or part, where he determines that it will be
concerned with matters that are exempted from
disclosure under 5 U.S.C. ~ 552 (b) and that the
public interest requires protecting those matters from
disclosure. Where a meeting will deal only partly with
exempted matters which must be protected from

disclosure, such nondisclosable matters should be
scheduled for discussion in specific sessions which
would be closed to the public, and the remaining
sessions should be open. Where this is possible,
authorization should be requested for closure of only

the session or sessions in which the nondisclosable
matters will be discussed.

(2) A request for authorization for closure of
all or part of an advisory committee meeting should
be submitted to the Secretary of the Navy via the
Committee Management Officer, Department of the
Navy, at least 35 days before the scheduled meeting
date. Such request must contain full justification for
closure of the meeting or any sessions thereof, citing
the applicable exemption(s) under reference (D) [e.g.,

5 U.S.C. ~ 552(b)(l)] and describing in detail why

closure to the public is clearly necessary and war-
ranted under references (A) and (D). The request
should be accompanied by a proposed determination
in the format indicated in Appendix G, for the
signature of the Secretary.

b. Except when the President determines other-
wise for reasons of national security, a notice of each

advisory committee meeting will be published in the
Federal Register at least 15 days before the date of
the meeting. If an emergency situation arises whereby

a notice of a meeting has to be published giving less
than 15 days notice, such notice shall not be

published without prior approval of the Department

of Defense Committee Management Officer, obtained
through the Committee Management Officer, Depart-
ment of the Navy.

(1) The notice should state the name of the
advisory committee, time, place, and purpose of the
meeting (including where possible a summary of the
agenda). The notice should state whether the meeting

is open or closed to the public. If the meeting is to be
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closed, in whole or part, the notice should give good
reason and cite the atmlicable exemption listed under

5 U.S.C. $ 552(b) [reference (D)]. See Appendix H
for the format of meeting notices.

(2) An unsigned original and three copies of
each notice must be transmitted by letter to the

Judge Advocate General (Code 133) for review,
processing, and forwarding to the Office of the
Federal Register. If a meeting is to be closed, in
whole or part, the notice must be accompanied by a
copy of the determination of the Secretary of the
Navy authorizing the meeting to be closed to the
public.

(3) Notices should be transmitted to the Judge

Advocate General at least two weeks before the
required publication date (approximately one month
before the scheduled meeting date), This lead time is
necessary in order to allow for substantial delays

which frequently occur in postal and inter-office mail
systems–both while the notices are enroute to the
Office of the Judge Advocate General and while they
are enroute to the Office of the Federal Register,
reasonable processing time in the Office of the Judge
Advocate General, and the normal four working-days
processing time in the Office of the Federal Register.

If a notice cannot be transmitted two weeks before
the required publication date, it should be hand-

carried to the Judge Advocate General (Code 133),
room 2511, ARLEX, at the earliest possible time.

c. Subject to 5 U.S.C. 552(b), the records, re-
ports, transcripts, minutes, appendixes, working
papers, drafts, studies, agenda, or other documents
which were made available to or prepared for or by
each advisory committee will be available for public
inspection and copying at a single location in the
offices of the advisory committee or the Agency to
which the advisory committee reports.

d. Detailed minutes shall be kept of each advisory

committee meeting. The minutes shall include: the
time and place of the meeting; a list of advisory
committee members and staff and agency employees
present at the meeting; a complete summary of
matters discussed and conclusions reached; copies of

all reports received, issued, or approved by the
advisory commit tee; a description of the extent to
which the meeting was open to the public; and a

description of public participation, including a list of
members of the public who presented oral or written

statements and an estimate of the number of mem-

bers of the public who attended the meeting.

e. Subject to reference (D), members of the public
shall be permitted to fiie with an advisory committee
written statements concerning topics discussed at an
advisory committee meeting. If the chairman or

designated officer or employee permits, interested
persons may speak at an advisory committee meeting
in accordance with procedures established by the
committee.

f. There will be designated an officer or employee
of the Federal Government to chair or attend each
meeting of each advisory committee. The officer or
employee so designated is authorized, whenever he
determines it to be in the public interest, to adjourn
any such meeting. Advisory committee meetings will
not be conducted in the absence of that officer or

employee.

g. Advisory committees will not hold any meet-
ings except at the call, or with the advance approval
of, a designated officer or employee of the Federal
Government.

h. When an advisory committee meeting is closed,
in whole or part, the advisory committee shall issue a
report to the Committee Management Officer, De-

partment of the Navy, setting forth a summary of its
activities and related matters which will be informa-
tive to the public consistent with the policy of
reference (D). Such reports shall be consolidated to
comprise the annual report for this Department to be
submitted to the Department of Defense Committee
Management Officer.

i. Eight copies of each report made by an

advisory committee will be filed with the Library of
Congress, Exchange and Gift Division, Federal Advi-
sory Committee, Washington, D.C. 20540.

16. Antitrust and Conflict-of-Interest Statutes

a. ANTITRUST LAWS. The activities of all advi-

sory committees are subject to the antitrust laws, and
committee members are not immune from prosecu-
tion under such laws. The Department of Justice
takes the position that it retains complete freedom to
institute proceedings, either civil or criminal, or both,

in the event that any particular plan or course of

action is used to accomplish unlawful private ends,
and to institute civil actions to enjoin continuance of -,
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any acts or practices found not to be in the public
interest and persisted in after notice to desist. The
provisions of this instruction are intended to mini-
mize the possibility of violating the antitrust laws.
Industry representatives and Government personnel
officially connected with advisory committees should
be made aware of the antitrust aspects of such
committee activity.

b. CONFLICT–FO–INTEREST STATUTES.
There exists a body of statutes, as well as orders and
regulations prescribed from time to time by the

President, the Secretary of Defense, and other proper
authorities, dealing with conflicts-of-interest and de-
signed to prevent any conflict between official duties
of Government officers and employees and their
private interest. Government officers and employees

are bound to comply with all applicable laws, orders,
and regulations. Any officer or employee or other
individual appointed to serve on any advisory com-
mittee who has any doubt or question respecting a
possible conflict of interest should seek specific legal

advice on his individual situation. (SECNAVINST
5370.2E refers to Conflict of Interest)

L
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PART 111

INTERAGENCY, INTERNATIONAL, OPERATIONAL AND
JOINT DEPARTMENT OF DEFENSE COMMITTEES

A) 18. Definitions

a. Interagency Committee. Any committee which
has membership that consists who2/y of representa-
tives from two or more departments or agencies of
the Feden.rl Government.

b. International Committee. Any committee
established by formal agreement between the United
States and the government of another country(s), or
by an international body in which the United States
participates.

A) c. Operatioml Committee. Operational commit-
tees are those whose primary functions and responsi-
bilities are operational rather than advisory in nature.
An operational committee which is not composed
wholiy of fill-time officers or employees of the
Federal Government will not be established without
the express approval of the Department of Defense
Committee Management Officer. This approval will
be given only after consultation with the General
Counsel.

d. Joint Department of Defense Committee. Any
committee which has a membership that consists
wholly of Department of Defense representatives
from two or more DoD Components

A) 19. Approval Authorities

R) a. Secretary of Defense approval is required

(1) When interagency, international, opera-
tioml, and joint Department of Defense committees

are to be sponsored (see paragraph 2d) by the
Department of Defense. The Secretary of Defense
must approve the establishment, use, modification,
and continuation of such committees.

(2) When an interagency committee is to be
sponsored by a non-Defense activi~ but a chairman
(see paragraph 2b) is desired from the Department of
Defense. The Secretary of Defense must approve: (a)
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The request to chair the committee; (b) modification
of such committees while under Department of

Defense chairmanship; and (c) continuation of these
committees while under such chairmanship.

b. Addressee approval of the following concerning
interagency, international, and Joint Department of
Defense committees is appropriate:

(1) Affiliation or participation, by their com-
ponents, on such committees.

(2) Termination of such committees sponsored
by their organizations. (See paragraphs 6g(5),
8a(2)(a), 20a(5), and 20b(2).)

(3) Termination of the chairmanship of inter-
agency committees chaired by their organizations.
(See paragraph 8a(2) (b).)

20. Guidelines

a. INTERAGENCY COMMITTEES

(1) Management Responsibility. The responsi-
bility for the management of an interagency com-
mittee rests with the chairman of the committee, or,
in the case where a subordinate official chairs a

committee, with the head of his organization. (See
paragraph 6g(l )(b).)

(2) Membership. Department of Defense repre-
sentation on an interagency committee may consist
of a single representative designated for the entire
Department of Defense, or it may consist of several

representatives from one or more components of the
Department.

(3) Chairmanship. Department of Defense
sponsored interagency committees should normally
be chaired by an officer or employee of the Depart-
ment of Defense. (See paragraph (1) above.)

(4) Dual or Rotating Chairmanship. Dual or
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rotating chairmanship of an interagency committee
may have the effect of confusing or dividing responsi-

bilityy for the committee’s work, and, therefore,
should generally be avoided. There may be circum-
stances in which the special needs of an interagency
committee require a dual or rotating chairmanship. In
such cases, the prior approval of the Director of the

Office of Management and Budget is required.

(5) Tenure. An interagency committee whose

duration is not otherwise fixed by law will automati-

cally terminate at the end of the second fiscal year
after establishment, unless extended by the Secretary
of Defense. Approval must be obtained to continue
the existence of such a committee for each subse-
quent two year period. (See paragraph 6g(l )(f).)

(6) Support. Administrative and financial sup-
port of an interagency committee should generally be
provided in full by the chairing agency. In this
connection, reference (H) of Appendix A provides

that no part of any appropriation shall be available to
financing interagency committees or subcommittees
which do not have prior and specific congressional
approval of such method of dinancial support. This

should not, however, preclude the issuance of Econo-
my Act Orders in accordance with reference (1) of

Appendix A. Questions concerning the financial
support of interagency committees should be referred
to the Deputy Comptroller of the Navy.

b. INTERNATIONAL, OPERATIONAL, AND
JOINT DEPARTMENT OF DEFENSE COMMIT-

TEES

(1) Membership. Department of Defense repre-

sentation on international and operational commit-
tees may consist of a single representative for the

entire Department of Defense or it may consist of
several representatives from one or more of the
military departments and agencies of the Department.
Department of the Navy representation on joint
Department of Defense committees may consist of a

single representative for the entire Department of the
Navy or it may consist of several representatives from

one or more components of the Department.

(2) Tenure. International and joint Department
of Defense committees continue indefinitely unless
terminated by charter provision (see paragraph 6g(l )
(f’), or other such means.

21. Procedures

a. INTERAGENCY COMMITTEES

(1) Establishment, Use, or Chairmanship. A
proposal to establish or use (sponsor), or chair an
interagency committee should be submitted for pro-
cessing to the Committee Management Officer, Navy
Department, together with the information indicated
in Appendix B, Sec A. (See paragraphs 2b, 2d, and

6d.)

(2) Modification. Substantive changes to inter-
agency committees sponsored or chaired by addresses
should be submitted for processing to the Committee
Management Officer, Navy Department, along with
the information indicated in Appendix B, Sec. B. The
chairing component (within the Department of the
Navy) has primary responsibility for such action. The
reporting component, however, should coordinate
with the sponsor and other interested organizations.

(3) Continuation. The annual interagency com-
mittee report (see paragraph 8b(2))) serves as the
means by which information is provided to the

Secretary of Defense in support of proposals to
extend the tenure of such committees. (See paragraph

20a(5).)

b. INTERNATIONAL, OPERATIONAL, AND
JOINT DEPARTMENT OF DEFENSE COM-
MITTEES

(1) Establishment or Use. A proposal to estab-
lish or use (sponsor) an international, operational, or
joint Department of Defense committee should be

submitted for processing to the Committee Manage-
ment Officer, Navy Department, together with the
information indicated in Appendix B, Sec A. (See
paragraphs 2d and 6d.)

(2) Modification. Substantive changes to inter-
mtional, or joint Department of Defense committees
sponsored by addresses should be submitted for
processing to the Committee Management Officer,

Navy Department, along with the information indi-
cated in Appendix B, Sec B.

(3) Continuation. Proposals to extend the ten-
ure of an operational, international or joint Depart-
ment of Defense committee should be submitted for
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processing to the Committee Management Officer, expiration. Appendix B, Sec C indicates the informa-

Navy Department, 75 days prior to the date of tion required (See paragraph 20b(2).)

‘.-
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PART IV

INTRA-NAVY COMMITTEES

.

22. Definition

a. INTRA-NAVY COMMITTEE. A committee
with membership solely from within the Department

of the Navy is known as an intra-Navy committee.

23. Exclusions. Excluded from the provisions of this
Instruction are committees, boards, or other groups
at the activity level, which concern local social,
recreational, welfare, promotional, or internal house-
keeping matters.

24. Approval Authorities. The composition of the
membership of an intra-Navy committee and its
reporting relationship determines the level at which
approval is required:

a. Secretary of the Navy approval is required:

(1) When a committee is composed of mem-
bers from the immediate or subordinate organizations
of two or more individuals reporting directly to the
Secretary or Under Secretary of the Navy; e.g.,
CNO/CMC, CNO/ASN (R&D), CNO/JAG, ONR/
NAVCOMPT. The Secretary of the Navy will approve
the establishment, use, modification, and continua-
tion of such committees.

(2) When a committee reports to (is sponsored
by) or through the Secretary of the Navy, Under

Secretary of the Navy, or an Assistant Secretary of
the Navy, regardless of the composition of member-
ship. The Secretary of the Navy or higher authority
will approve the establishment, use, modification,

continuation, and termination of such committees.

b. Addressee approval of the following is appro-
priate:

(1) Affiliation or participation, by their com-
ponents, on all intra-Navy committees.

(2) Termination of intra-Navy committees
sponsored by their components. (See paragraphs
6g(5), 8a(2)(a), and 25 b.)

(3) The establishment, use, modification, con-
tinuation, and termination of intra-Navy committees,
other than those described in paragraph a above.

25. Guidelines

a. MEMBERSHIP. Membership on intra-Navy
committees may consist of one or more representa-
tives from e?ch organizational unit represented.

b. TENURE. Intra-Navy committees continue in-
definitely unless terminated by charter provision (see

paragraph 6g(l )(f), or other such means.

26. Procedures. The following procedures apply only
to the committees described in paragraph 24a above:

a. ESTABLISHMENT OR USE. A proposal to R)
establish or use such a committee should be sub-
mitted for processing to the Committee Management
Officer, Navy Department, together with the informa-
tion indicated in Appendix B, Sec A.

b. MODIFICATION. Substantive changes to such R)
committees should be submitted for processing to the
Committee Management Officer, Navy Department,
along with the information indicated in Appendix B,

Sec B.

c. CONTINUATION. Proposals to extend the R)
tenure of such a committee should be submitted for
processing to the Committee Management Officer,
Navy Department, 75 days prior to the date of
expiration. Appendix B, Sec C indicates the informa-
tion required. (See paragraph 25 b.)

----
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LIST OF REFERENCES

A. P.L. 92463, “Federal Advisory Committee Act”

B. Executive Order 11769, “Advisory Committee Management”

C. OMB Circular A-63, “Advisory Committee Management,” March 27, 1974, as amended.

D. Title 5, U.S.C. Section 552, “Freedom of Information Act”

E. DoD Directive 5105.18, “Department of Defense Committee Management Program,” April 25, 1975

F. DoD Directive 5000.19, “Policies for the Management and Control of DoD Information Requirements,”
June 2, 1971

G. “Public Works for Water and Power Resources Development and Atomic Energy Commission Appropria-

tion Act, 1969,” Title V, Sec 510,82 Stat 718. (Financial Support of Interagency Committees)

H. 31 USC 686, (Issuance of Economy Act Orders), as amended

I. SECNAV Instruction 5760.4B of 22 December 1972, Policies Governing Participation of Department of
Defense Liaison Representatives in Activities of Technical Societies, Associations and Groups.

J. SECNAV Instruction 465 1.8H of 30 January 1970, Attendance at and participation in meetings by military
personnel; policy for

K. Civilian Manpower Management Instruction (CMMI) 410.8 of 30 January 1970, Civilian Manpower
Directives System, Subchapter 8, Attendance at Meetings.

L. SECNAV Instruction 5370.2E of 20 November 1967, Standards of Conduct

M. Civilian Manpower Management Instruction (CMMI) 304.1 of 9 Sept 1968, Employment of Experts and
Consultants.
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FORMAT OF

INFORMATION REQUIRED IN SUPPORT
OF PROPOSALS CONCERNING A COMMITTEE

A. For the Establishment or Use (Sponsorship) of Any Committee, or for the Chairmanship of an Interagency
Committee; provide:

1. A copy of the proposed establishing document and charter or precept, prepared in accordance with
Part 1, paragraphs 6g(l ) and (2) of this Instruction.

A) 2. A statement indicating the category of the committee; ie., advisory, interagency, international,

R) operational, joint Department of Defense, or intra-Navy.

3. A statement indicating the type of committee; i.e., ad hoc or continuing.

4. Information as to the size and organizational location of the proposed secretariat and staff, if any, or

an estimate of the manhours required for performing secretariat services.

5. A listing of concurrences and/or non-concurrences obtained in coordination.

6. The name of the parent committee if the proposal relates to a subcommittee, or the names of proposed
subcommittees, if the proposal relates to a parent committee.

L

7. The following specifics concerning membership, if not included in the response to 1 above:

a. Names, titles and organizations of Government members

b. Names, titles, and affiliations of Consultants and Experts. (Advisory Committees, only.)

NOTE: Only direct support of the activities of a committee should be reported. It is not necessary to report
under this section the support of projects that are endorsed or recommended by a committee and
carried out under contract with an organizational component.

c. Names, titles, and affdiations of non-Government members. (Advisory Committees, only.)

d. Names, titles, and affdiations of contractor representatives,

8. Information as to Cost and Funding, as follows (see Part III, paragraph 20a (6)):

a. State requirements (Secretariat, staff, compensation of consultants or experts, expenses, etc), and
provide justification.

b. Estimate costs (By requirement).

c. Identify source of funds (By requirement), and explain.

9. Comments (Justification) which indicate:
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a. Why attainment of the committee’s mission/objective(s) is necessary.

b. Why the task to be assigned cannot be accomplished on a staff or liaison basis.

c. Why the committee technique affords the most effective, expeditious, oreconomical means of

accomplishing the desired objective(s).

d. For interagency committees, omy, the rationale for a dual or rotating chairmanship, if any. (See
Part II, Paragraph 20a(4).)

10. For advisory committees, only, the following:

w

a. A complete biography ‘“ ‘--h ‘---ss’’--’ -. ... -..+ .-a ---- P,.... -—------ ------ -----... > r_-

membership. Each biography should

Ul CdLll VU113U11dJl L U1 CA~C1l dllll llUI1-LIUVC1 lUIIC1ll ~CISUI1 ~lU~U>tN lUI

include the following information:

(1)

(2)

Name of person:

Address:

(3)

(4)

(5)

(6)
.

(7)
organizations, nature of affiliation, committees served on, dates.)

Place and date of birth:

Marital status:

Education: (List schools, years attended, major field of study at highest level, degrees.)

Employment: (Present and past–names of firms, positions, dates, and major responsibilities.)

Affiliations: (Industrial, Institutional, Educational, Professional, Scientific, etc. List names of

(8) Other Fields of Endeavor, Interests, or Special Talents:

(9) Present and Past Memberships on Adwsory Committees: (List of committees by name,

purpose of committee, Sponsoring organization, dates.)

(10) Publications and/or outstanding achievements:

(11 ) Date biography was prepared:

b. A listing of the waivers recommended to the rules indicated in Part II, paragraph 16a(4), with
detailed justification as to why approval would be in the public interest.

B. For the Modification of Any Category of Committee. Submit the data shown in paragraph A above on an
“after the fact” basis rather than a “proposed” basis. Cite the specific change(s) recommended and the rationale
there for.

C. For the Continuation of Any Committee Except an Interagency Committee; provide:

a. The data shown in paragraph A above on an “After the fact” basis rather than a “proposed” basis.

Cite any change(s) recommended and the rationale thereior.

b. The dates of meetings held during past two years.
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c. A summary of the accomplishments of the committee.

d. The date
approving document.

that the committee was last approved for continuation (if any), and the identity of the

.

.
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A.

B.

c.

D.

E.

F.

G.

H.

I.

FORMAT OF

INFORMATION REQUIRED IN AN

ADVISORY COMMITTEE REPORT
1121-GSA-AN (5420)

Name or title of committee.

Date established, and identity of establishing document

Date last approved for continuation (if any), and identity of approving document

Title and affiliation of official to whom committee reports

Purpose and/or function of the committee

Dates of meetings held during past calendar year

Name, title, and affiliation of chairman

Membership:

1. Names, titles, and organizations of Government members

2. Names, titles, and affiliations of Consultants or Experts

3. Names, titles, and affiliations of non-Government members

4. Names, titles, and affiliations of contractor representatives

Name, title, organization, and telephone number of official preparing report

NOTE: Prepare separate sheet(s) for each committee
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FORMAT OF
INFORMATION REQUIRED IN AN

INTERAGENCY COMMITTEE REPORT
SASN – 5420-2

A. General. Committees that are sponsored (see paragraph 2d) or chaired (see paragraph 2b) by a component

should be reported. Subcommittees should be reported as separate entities. The chairing component within the
Department of the Navy has the primary responsibility for reporting on committees and for making any
recommendations or dererminations required even though another component or agency is considered to be the
sponsor or to have the primary int crest. The reporting component, however, should consult with all interested
components or agencies in reaching its conclusions.

B. Overall Interagency Committee Data. List the names and scheduled termination dates of all interagency
committees which are chaired, co-chaired, or sponsored and which were in existence at the beginning of the
fiscal year; established or extended during the fiscal year; will be established by the end of the fiscal year or
which are or will be terminated prior to the end of the fiscal year. Names should be listed by termination date,

category and alphabetically.

1. Section I. Names of interagency committees scheduled for termination in the fiscal year in which the
report is rendered.

a. Group 1

(1) Established by Legislation, Executive Order or at the Direction of the President

Name

(a)

(b)

(c)

etc.

(2) Dual or Rotating Chairman

(a)

(b)

etc.

Tab

1

2

3

(3) Joint Funding

(a)

(b)

6

7

--
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etc.

(4) All Other

8

9

(a)

(b)

etc.

NOTE: Shoulda committee fall within more than oneofthe categories shown above, thecommittee should be
listed in each of the appropriate categories with a foot note to identify such committees.

b. Interagency Committee Continuations. Separate sheets, with data asindicated below, shouldbe
submitted for each of the interagency committees listed in Group 1, above. Each justification for continuation
of an interagency committee should clearly show why the functions performed cannot be performed equally
well on a staff or liaison basis. For ease of reference, a tab number should be assigned to each separate sheet and
the numbers should appear next to the names listed in Group 1, as shown above. Data required for each
interagency committee are as follows:

(1) Established by Legislation, Executive Order or at the Direction of the President

(a) Data shown in Appendix B, Sec A on an “after the fact” basis rather than a “proposed”
basn.

(b) An explanation of the accomplishments of the committee.

(c) Recommendation, with justification, for each commit
component supports continuation.

ee for which the reporting

(d) Recommendation, including reasoning, for each committee which the reporting com-

ponent feels should be terminated, modified, reorganized or merged with another committee.

(2) Dual or Rotating Chairman (See paragraph 20a(4), Part 111of this Instruction)

(a) Data shown in Appendix B, See A on an “after the fact” basis rather than a “proposed”
basis.

(b) An explanation of the accomplishments of the committee.

(c) In the event that the DOD component strongly supports the continuation of the rotating
chairmanship or co-chairmanship, justification for continuation of the committee and the chairmanship
arrangements.

NOTE: A committee which has co-chairmen should be reported by only one of the chairmen. Interested parties
however, should be consulted.

(d) If appropriate, the designation of a single chairing agency, Provide justification.

(3) Joint Funding (See paragraph 20a (6), Part 111of this Instruction)
%..,.
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(a)

basis.

(b)

(c)

Data shown in Appendix B, Sec A on an “after the fact” basis rather than a “proposed”

An explanation of the accomplishments of the committee.

In the event that the component strongly supports the continuation of current or
modified contributory fiiancing, justification for continuation of the interagency committee and the financing

arrangements.

(d) If appropriate, the designation of a single agency to finance direct support costs. Provide
justification.

(4) All Other. Interagency committees not reported under paragraphs (1), (2,), or (3), above will

be reported under this subsection.

(a)

basis.

(b)

(c)

Data shown in Appendix B, Sec A on an “after the fact” basis rather than a “proposed”

An explanation of the accomplishments of the committee.

Recommendation, with justification, for each committee for which the reporting

component supports continuation.

2. Section II. Names of interagency committees which are scheduled for termination in the fiscal year
succeeding the fiscal year in which the report is rendered. The division of committees names should follow the

arrangement used for Section, I, Group 1. This arrangement of names will provide eight separate listings of
committees chaired and/or sponsored by the reporting component. Enter “none” if there are no committees to

be reported in one or more of the categories.

NOTE: The support of projects that are endorsed or recommended by a committee and carried out under
contract with a component of the Department of the Navy are not considered direct support of the
activities of that committee.

a. Group 2

(1) Established by Legislation, Executive Order or at the Direction of the President

(a)

+)

etc.

(2)Dual or Rotating Chairman

(a)

(b)

etc.

(3) Joint Funding
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(4) All Other

(a)

(b)

etc.

(a)

(b)

etc.

3. Section 111.Additional information and summarization.

a. Terminations. List the names of all interagency committees terminated or to be terminated. Group
them by termination date, and category, alphabetically. In addition, indicate the method by which each
committee was officially terminated and the members notified; i.e., by memorandum, cancellation of

regulation, etc.

b. Recapitulation. Summarize the information in this report, as follows:’

I Standing

Recapitulation Committees

No. of committees

in existence on
June 30 of the

previous year

No. of committees
created, or expected
to be created, during

the reporting

No. of committees
abolished, or expected
to be abolished, during
the reporting year

No. of committees to

be in existence on
June 30 of the current

year

Interagency Committees

Ad HOC

Committees Total

I

c. Data on Interagency Committees Not Chaired or Sponsored

(1) The names of such committees where the reporting component has recommended changes in
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L

the terms of reference or termination to the chairing or sponsoring agencies and a listing of the
recommendations.

(2) The names of interagency committees where the reporting component has withdrawn from
regular membership. Indicate the reasons for such action.

L
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FORMAT OF
INFORMATION REQUIRED IN A
NUCLEAR COMMITTEE REPORT

(Data as of 19 )

Report Control Symbol SASN-5420-3

A. Name or title of committee

B. Category of committee (advisory, interagency, international, joint Department of Defense or intra-Navy)

C. Type of committee (ad hoc or continuing)

D. Date established, and identity of establishing document

E. Date last approved for continuation (if any), and identity of approving document

F. Title and affiliation of official to whom committee reports

G. A concise statement of the mission, responsibilities, and authority of the committee

H. Name, title, and affdiation of chairman

I. Membership:

1. Names, titles, and organizations of Government members

2. Names, titles, and affdiations of Consultants or Experts

3. Names,titles, and affiliations of non-Government members

4. Names, titles, and affiliations of contractor representatives

J. As applicable, a description of the change in title, membership, mission, and responsibility and/or authority

of the committee, with justification for such action.

K. Name, title, organization, and telephone number of official preparing report

___
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FORMAT OF ADVISORY COMMITTEE CHARTER

1. The advisory committee’s official designation

2. The advisory committee’s objectives and the scope of its activity

3. The period of time necessary for the advisory committee to carry out its purposes

4. The sponsor of the advisory committee

5. The agency responsible for providing the necessary support for the advisory committee under section 12 of
P.L. 92463; generally, this will be the Department of the Navy

6. A description of the duties for which the advisory committee is responsible, and, if such duties are not
solely advisory, a specification of the authority for such non-advisory functions

7. The estimated annual operating costs in dollars and man-years for such advisory committee

8. The estimated number and frequency of committee meetings

9. The advisory committee’s termination date, if less than two years from the date of the commit tee’s
establishment, continuation, or substantive revision

.

10. The date the charter is fded

F-1 APPENDIX F



SECNAVINST 5420.60G
19 November 1975

‘-

L

[Sample Determination for Closed Advisory Committee Meeting sessions]
MEMORANDUM FOR THE OCEANOGRAPHER OF THE NAVY

Subj: Determinationforpartialclosureofmeetingofthe SecretaryofNavyOceanographicAdvisoryCommittee

Ref: (a) SecretaryofNavyOceanographicAdvisoryCommitteeltrof28Nov.1975
(b) SecretaryoftheNavyOceanographicAdvisoryCommitteeAct (5U.S.C.App.1)
(c) SECNAVINST5420.60G.Subj:DepartmentoftheNavyCommitteeManagementProgram

1. Reference (a)requested authorization for part of the meeting of the Secretary of the Navy oceanographic
Advisory committeescheduledtobeheldon5 January1976tobeclosedtothepublic.ltwasshownin
reference(a)thatthemeetingwillnecessarilybeconcerned,inpart,withdiscussionofinformationwhich
pertainstospecific ocean-science, ocean-operating, and ocean-engineering programs being conducted by the
Navy in the national defense and is properly classified up to and including Top Secret. It was further indicated
that discussion of all such classified information will be consolidated in the session to be held on the morning of
5 January in order to permit the afternoon session to be open to the public.

2. For reasons summarized above and set forth in detail in reference (a), it is determined that the morning
session of 5 January 1976 meeting of the Secretary of the Navy Oceanographic Advisory Committee will be
concerned with matters listed in section 552(b)(l) of title 5, United States Code, and that the public interest
requires the protection of such information from disclosure. In accordance with section 10(d) of reference (b),
you are therefore authorized to cause the morning session of the 5 January 1976 meeting of the committee to
be closed to the public. The remainder of the meeting will be open to the public.

—
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[Sample Advisory Committee Meeting Notice]
DEPARTMENT OF DEFENSE

DEPARTMENT OF THE NAVY

SECRETARY OF THE NAVY OCEANOGRAPHIC ADVISORY
COMMITTEE

Notice of Meetings

PursuanttotheprovisionsoftheFederalAdvisoryCommitteeAct(5U.S.C.App.I),noticeisgiventhatthe
SecretaryoftheNavyOceanographicAdvisoryCornrnitteewillmeetonJanuary5,1976,atthefacilitiesofthe
OceanographeroftheNavy,200StovallStreet,Alexandria,Virginia.Sessions of the meeting will commence at
9:00 a.m. and 1:00 p.m. [The morning session will be closed to the public.*] The purpose of the meeting is to
elicit the advice of the committee concerning various ocean-science, ocean-operations, and ocean-engineering
programs being conducted by the Navy in connection with the national defense effort. [Matters concerning the

programs which will be discussed during the morning session are classified and required to be kept secret in the
interest of the national defense. The Secretary of the Navy has therefore determined in writing that the public
interest requires the morning session of the meeting to be closed to the public because it will be concerned with
matters listed in section 552(b) (1) of title 5, United States Code.*]

**

(Date)

* Omit bracketed sentences in cases of meetings which are wholly open to the public
** To be dated and signed in the Office of the Judge Advocate General

Notices should be double-spaced on 8“’ X 10?4” plain bond, with minimum 1“ top and right margins and 1-%”
left and bottom margins. All dates and times should be stated in civilian terminology, as indicated.
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INITIAL DATA COLLECTION

COMMITTEE MANAGEMENT SECRETARIAT

(Instructions printed on reverse side)

.

A.

B.

c.

D.

E.

F.

G.

H.

I.

J.

K.

I I I I 1
@udget Code)

Name ofAdvisory Committee:

Type of

m1
Specific

Advisory Committee (Mark “X”) asAppropriate):

mmm

Establishment Authority:

Ad hocorContinuing ILJ W-J
CMS Functional Code:

Congressional Standing Committees:

House: mmm

Total Authorized Members ofCommittee:_

IEIn
Em

m
EIIl

FilingDateofCommitteeCharter:

ExpirationDateofCommittee:

CurrentCalendarYearEstimatedCost:

Preparedby:
Name,Title,Phone

Pleasemailthisformto:OfficeofManagementandBudget
CommitteeMamgementSecretariat
Room 10233
New ExecutiveOfficeBuilding
Washington,D.C.20503
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UPDATE OR CORRECTION

COMMITTEE MANAGEMENT SECRETARIAT

(see instructions on reverse)

Title of advisory committee to be •l updated or •l corrected (as stated on the most recent Initial Data
Correction form.)

Mark an “X” in the box preceding each data element to be updated or corrected and insert such information on
the following line. After the initial input pursuant to Bulletin No. 76-3 on Appendixes A and B, blocks I, J, K,
L, M, R, S, and T on Appendix B are to be used only for corrections. These items are not to be updated during
the year.

•1

•1

•1

•1

•1

•1

❑

El

•1

•1

•1

•1

•1

•1

A.

B.

c.

D.

E.

F.

G.

H.

Agency Group Code: ~’ ml ~] ~]

Agency & Budget Code: 11111
(Budget Code)

Alpha Name Code (for OMB use only):

Name of Advisory Committee:

Commit tee Type: mmmm

Specific Establishment Authority:

Ad Hoc or Continuing: mm

ChfS Functional Code:

I. *House Standing Committee: Dmmmm

J. *Senate Standing Committee: Dmmmm

K. *Total Authorized Members:

L. *Ethnic Composition: I/A A B H w

M.*Total Female Members of Committee:

N. Filing date of Committee Charter:
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❑

•1

❑

•1

•1

•1

o.

P.

Q.

R.

Renewal/Reestablishment ‘ate: m m ‘ate:

Termination/Merged Date: m m ‘ate:

Expiration Date:

*Current Calendar Year Estimated Cost:

S. *Previous

T. *Previous

Calendar Year Actual Cost: .

Year Person Years:

Prepared by:
(Name, Title, Phone)

*Not to be updated during year.

Please mail this form to: Office of Management and Budget,
Committee Management Secretariat,
Room 10233
New Executive Office Building

Washington, D.C. 20503
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